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INTRODUCTION 

SENIOR DEPUTY ASSOCIATE ADMINISTRATOR 
FOR THE IMMEDIATE OF~ICE OF POLICY 

ES-0340 

This position is located in the Office of the Administrator, Office of Policy (OP). The incumbent 
of this position will serve as the Deputy Associate Administrator for the Office of Policy. OP 
supports EPA's mission by promoting innovation that achieves greater and more cost effective 
public health and environmental protection. The Office, in consultation with its different 
internal and external stakeholders and partners, supports and oversees the testing of new and 
innovative approaches to environmental protection and related policy changes. OP is the focal 
point for regulatory analyses, policy development and economic analyses necessary to support 
EPA's regulatory development process and changes in today's business conditions. In concert 
with other Agency Offices, OP has a lead ro le in building capacity for program evaluation and 
other program management tools at EPA as it pertains to assisting the Deputy Administrator in 
analyzing program effectiveness and promoting best practices and innovation. OP works across 
all of EPA's programs and regions. 

A confidential relationship of a NC-SES nature is imperative since the incumbent wil l speak for 
the Associate Administrator and Administrator, as such, will be expected to reflect their 
philosophies in conversation with leading figures of government, business, and other groups. 

The incumbent wi ll also be obliged to present the views of the Administrator in correspondence 
and other communications with Agency managers and program officials. 

DUTIES AND RESPONSIBILITIES 

The incumbent of this position serves as the Deputy Associate Administrator for Policy ·and 
assists the Associate Administrator in fulfilling his/her duties. and serves as the Acting Associate 
Administrator when needed: In this capacity, the incumbent: 

Serves as the Deputy Associate Administrator and provides advice and counsel on policy 
development, coordination and liaison relating to evolving environmental issues, Agency 
programs and proposed environmental legislation. Performs special assignments for the 
Associate Administrator on matters of special concern to the Office. Develops assignments on 
own initiative or in response to requests by the Associate Administrator. Assignments are 
broad-based, touching upon wide programs areas or activities within the Agency, relationships 
with other levels of government, interest groups, and other outside organization. Establishes 
contacts at the highest official levels for this purpose. Completed ass ignments include findings, 
conclusions and specific recommendations for actions. 

Directs the formulation, implementation, administration and management of policies and 
programs designed to inform the public and targeted audiences concern ing the aims, progress 



results and background of various environmental policy programs and related actions 
conducted by the Agency. Develops agency guidance and the activities, programs, and staff 
assigned to the Office of Policy. 

Develops complex policy innovation strategies to inform and address external stakeholders 
on/and matters of special concern to the Administrator, Deputy Administrator, and Associate 
Administrator. Performs duties that involve planning and conducting program evaluation, 
analyzing and interpreting data, and resolving problems by applying the relevant performance 
management frameworks, tools and methodologies used by Agency offices. Provides advice 
and recommendations on strategic policy development, planning and coordination relating to 
policies and economics. 

Represents the Associate Administrator in providing advice and information to the 
Administrator/ Deputy Administrator on policy innovations aspects ofthe Agency's activities 
and programs. Assures that the policy of openness in all information matters as set by the 
Associate Administrator/Administrator, is honored in all aspects. 

Represents the Associate Administrator with respect to policy innovations at other Federal 
Agencies, Congress, private industry, community organizations and environmental and public 
interest groups. Works with EPA regional offices, and directs staff liaison with those regional 
offices, to keep Constituency groups fully informed of EPA policies and operations. 

Oversees the development of policies and economics to inform the general public with major 
EPA programs and activities and informational materials for internal EPA use, in Headquarters, 
Regions, laboratories, and field offices. 

Provides policy direction for and coordination and oversight of EPA's relations with 
constituency groups Oversees EPA efforts to inform and educate citizens at-large and in school 
settings, and responds to their concerns about all environmental issues. Assures there are 
opportunities for public involvement in resolution of problems. 

Represents the Associate Administrator, the Administrator/Deputy Administrator in meetings 
or conferences with other government agencies, Congress, White House staff, business and 
citizen groups and interprets existing and proposed plans and issues regarding communications 
programs. Stimulates interest, elicits support, works out agreements at all levels, and advises 
on what courses of actions should be taken. 

Attends conferences for and with the Associate Administrator, assesses the impact and 
subsequent relevance of all matters discussed, and suggests to the Associate Administrator 
possible avenues of approach. Follows up by conferring with the OP Office Directors and/or 
their offices and staffs, discussing these issues and providing them with information developed 
through personal contacts. Suggests the direction which offices may take in formulating and 
improving new and existing programs. 

Keeps informed of important developments affecting the legislation, policies, programs and 
operations of the policy innovation. Advises the Associate Administrator of significant 



observations and presents background information, personal opinions, and advice concerning 
areas of interest. Provides and/or leads staff support in the analysis of action memoranda 
reaching the Associate Administrator's office. 

Maintains ongoing liaison with officials from EPA Headquarters and Regional Offices, the White 
House, OMB, other Federal agencies, and key officials in State and local governments to assure 
continuous harmonized relationships and to promote a cooperative interchange of concepts 
and ideas. Acts as a source of information to keep the Associate Administrator informed of 
significant happenings and trends. 


